
 

Loan Officer Guide 

To help you navigate through and perform some of the most common tasks in Path, here is a list of ways to do that 

in simple and easy-to-follow steps. Use these tips and tricks to take advantage of the vast resources provided in 

Path—what we call Path Hacks. 
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LO Workflow Hacks 

This document is intended to help loan officers navigate through Path and to walk them through the most 

common tasks in a typical LO workflow. 

In Path, there are two common ways of generating new loan:1) creating a new loan via the New Loan button or 2) 

importing a new loan from Zip. 

Note: The loan officer can enter information on the Quote screen, from which the data will flow to the 

appropriate sections within the main screens listed below in Figure 1: New loan by manual entry.  

1. New loan – Manual Entry Overview 

Figure 1: New loan by manual entry 

 

To manually create a new loan in Path: 

1. Go to Loans > Pipeline. 

2. Click New Loan button.  

3. Respond to the lightbox(es) and prompt(s). 

4. Complete all applicable loan information for the Borrower, Property, Product & Pricing, Closing Costs, 

and Transactions screens. 

2. New Loan –Zip Import Overview 

Zip Application Process 

Zip is a point-of-sale system, which imports loan applications into Path, to be further processed and closed. Via the 

loan officer’s own Zip account/website, borrowers apply for loan applications, and upon completion, the loan 

applications are imported into Path. 
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For example, shown below is a loan officer’s email signature, containing links to two Zip websites; one leads to the 

loan officer’s own Zip site and the other to the company’s main Zip site. 

 

Figure 2: Email signature with links to Zip websites 

 

When the borrower clicks on either link, they are led to the Zip landing page of either the loan officer or the 

company, both of which feature the Get Started button.  

Clicking the button leads the borrower to initiate the loan application, where they are prompted to enter loan, 

property, personal, financial, demographics, and other information. 

Figure 3: Contact information 
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Figure 4: Personal information 

 

Figure 5: Submit section 

 

After completing all sections of the application, the borrower is prompted to create a Zip account, where they can 

track their loan and upload documents requested by the loan officer. 

Figure 6: Borrower signup 

 

After the borrower has completed the application in Zip, the loan officer receives an email notification about the 

new application, confirming that Pipeline has received a new loan. If the borrower does not complete the 
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application but chooses to Save and Continue Later (via the Save and Continue Later option shown in Figure 5: 

Submit section), the LO will also receive an email notification about a pending application that requires further 

action from the borrower. 

Figure 7: Email notification to LO 

 

The new loan application is listed in Pipeline. 

Figure 8: New loan application from Zip in Pipeline 
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Loan Arrives from Zip 

Figure 9: Quote screen with information from Zip 

 

The loan officer can choose to order a credit report and/or mortgage insurance from the Quote screen. Credit and 

MI can also be ordered from Interfaces > Credit and Interfaces > Mortgage Insurance, respectively. 

Figure 10: Credit order from Quote screen 

 

Once the borrower agrees to have their credit pulled, the LO can begin the application process. All information 

from the Quote screen is populated into the Production > Borrower screen. The LO then completes the rest of the 

Borrower screen to complete the loan application. 
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Figure 11: Borrower screen 

 

3. Credit Report and Borrower Screen 

After the new loan has been created or imported, the loan officer pulls the borrower’s credit. 

Note: Before ordering the credit report, ensure that the Credit Consent checkbox is selected on the 

Production > Borrower > Other Information section. 

Figure 12: Credit Consent checkbox 

 

 To order a credit report: 

1. Go to Interfaces > Credit > Order tab. 
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Figure 13: Interfaces > Credit 

 

2. Select the Credit Agency, Credit Type, Request Type, and check the boxes corresponding to the three 

credit bureaus. 

3. Click Order and follow the prompts from the lightbox. 

Figure 14: Credit Report lightbox 
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4. Once the Credit Report Request lightbox appears, review the data for accuracy and click Submit. 

Once credit has been pulled, you will be able to import information into Path. 

Figure 15: Importing credit information into Path 

 

5. Click Import All. 

The pulled credit will populate the following sections within Path:  

Figure 16: Borrower screen > Alternate Names table 

 

Figure 17: Borrower screen > Credit Report Data 
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Figure 18: Borrower screen > Credit Score lightbox 

 

Figure 19: Borrower screen > Liabilities section 
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Figure 20: Documents > List 

 

Figure 21: Documents > Document Detail 

 

6. After the credit report information has populated the Borrower screen, complete the rest of the 

applicable sections and fields on the Borrower screen. 



  12 

 

4. Property Screen 

Once the Borrower screen has been completed, the loan officer moves to the Property screen to complete all 

applicable sections and fields. 

1. Go to Production > Property screen. 

Figure 22: Property screen 

 

2. Complete the applicable fields in the Subject Property Information section, highlighted in Figure 22: 

Property screen. 

3. Complete the applicable fields in the Purchase Information, Seller, and Title and Legal sections. 

Figure 23: Property screen 2 

 

5. Product & Pricing Screen 

After completing the Property screen, the loan officer moves to the Product & Pricing screen to complete all 

applicable sections and fields. 
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1. Go to Production > Product & Pricing screen. 

Figure 24: Product & Pricing screen 

 

2. Click the Programs button to open the Loan Program lightbox and select a loan program for the loan.  

After a loan program is selected, it is populated in the Product Information section > Loan Program 

field.  

3. Complete the rest of the applicable fields in the Loan Information and Product Information sections. 

4. Review/complete the applicable fields in the Mortgage Insurance section. 
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Figure 25: Product & Pricing > Mortgage Insurance 

 

Note: Additional loan information/options are available depending on the selected loan program. 

Figure 26: Product & Pricing > Rate Adjustments 

 

5. Complete the applicable fields in the Rate Adjustments section. 

6. Complete the Additional Product Information and Pricing sections. 

Note: It is recommended that your system administrator set up an ARM template for your ARM programs, 

to remove potential errors in your ARM adjustments and caps. 
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Figure 27: Product & Pricing > Additional Product Information and Pricing 

 

6. Mortgage Insurance Screen 

After completing the Product & Pricing screen, the loan officer moves to the Mortgage Insurance screen to order 

mortgage insurance. 

1. Go to Interfaces > Mortgage Insurance screen. 

Figure 28: Interfaces > Mortgage Insurance 

 

2. Select the MI Provider, Request Type, Premium Plan, Renewal Type, MI Coverage, and Paid By. 

3. Click Order and follow the prompts from the lightbox. 
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Figure 29: Order button opens lightbox 

 

After completing the prompts, the MI Certificate will automatically populate into Path along with Quick 

View, as shown below in Figure 30: MI certificate. 
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Figure 30: MI certificate 

 

Path sections that will be populated with MI information: 
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Figure 31: Production > Product & Pricing 

 

Figure 32: Production > Transactions 

 

7. Transactions Screen 

After ordering Mortgage Insurance, the loan officer moves to the Transaction screen. 

1. Go to Production > Transactions screen. 
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Figure 33: Transactions screen 

 

2. Review/complete the applicable date fields in the Reference Dates section. 

3. In the Proposed Monthly Payment section, click the edit icon ( ) to make the necessary changes to 

Homeowners Insurance, Supplemental Property Insurance, Property Taxes, Mortgage Insurance, and 

Other. 

4. Complete the rest of the applicable sections and fields. 

8. Closing Costs > Fees 

After completing the Transactions screen, the loan officer moves to Closing Cost screen > Fees tab. Here, the LO 

can add fees and adjust prepaids to provide the borrower with an initial loan estimate.  

1. Go to Production > Closing Costs > Fees tab. 

2. To use a fee template, click the select icon ( ) corresponding to the Template field (at the top right 

corner of the tab), to opens the corresponding lightbox. 

A. After the lightbox opens, select a fee template, as shown below in Figure 34: Closing Costs > Fees > 

Fee Templates. 
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Figure 34: Closing Costs > Fees > Fee Templates 

 

B. After a fee template is selected, the fees are populated into their corresponding sections. 

3. To add a fee that is not part of a template, click the add icon ( )  corresponding to the appropriate 

section (at the top right corner of each section) to open its corresponding fee lightbox.  

Figure 35: Add new fee 

 

Note: In the following example C. Services Borrower Can Shop For is used. 

A. In the C. Services Borrower Can Shop For lightbox, click the select icon ( ) of the Fee Name field to 

open the Fee Select lightbox. Select a fee and click Select. 
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Figure 36: C. Services Borrower Can Shop For > Fee Select 

 

B. To enter a custom fee that is not listed in the Fee Select lightbox, select the Custom Fee checkbox 

and enter the Fee Name. 

C. After a fee is selected or a custom fee entered, complete the rest of the fields and click the applicable 

Save button, highlight below in Figure 37: C. Services Borrower Can Shop For. 

Figure 37: C. Services Borrower Can Shop For 
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4. Users can set up F. Prepaids and G. Initial Escrow Payment at Closing accounts in the respective sections 

show below in Figure 38: F. Prepaids and G. Initial Escrow Payment at Closing and Figure 39: Initial Escrow 

Payment at Closing lightbox, such as inputting information for the company, amount, disbursement dates, 

cushion amount, number of months collected, etc.  

Figure 38: F. Prepaids and G. Initial Escrow Payment at Closing 

 

Figure 39: Initial Escrow Payment at Closing lightbox 

 

5. If applicable, add additional fees to the H. Other section. 
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6. To adjust a fee, click the fee’s row to open its lightbox, and make the necessary adjustments. 

Tip: If a discount point is applied, enter it in the Loan Discount/Credit field, which is then automatically 

calculated in the Amount column of the Loan Discount row. 

Figure 40: Loan Discount/Credit 

 

9.  AUS 

After complete Closing Costs > Fees, the loan officer moves to Interfaces > AUS. 

Note: Complete the entire application as much as possible to ensure accurate AUS findings. Shown below in 

Figure 41: Property screen data for AUS and Figure 42: Product & Pricing screen data for AUS, are loan data 

needed within Path before running AUS. 

Figure 41: Property screen data for AUS 
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Figure 42: Product & Pricing screen data for AUS 

 

1. Go to Interfaces > AUS > Desktop Underwriter M3.4 tab. 

Figure 43: AUS 

 

2. Complete all required fields and click Order. 

The report is generated and appears in the History section at the bottom. 
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Figure 44: AUS findings 

 

10. Prequalification Letter  

After ordering AUS, the loan officer issues a prequalification letter. 

1. Go to the Documents activity. 

Figure 45: Documents activity 

 

2. Click Add from Library, to open the Form Library lightbox. 
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Figure 46: Form Library lightbox 

 

3. Select the Prequalification Letter and move it from the Available field to the Selected field. 

4. Click Add. 

Figure 47: Prequalification letter 

 

NOTE: If all 6 pieces of information are provided for an application, RESPA will be triggered and the 72-

hour window to disclose the initial disclosure will begin. 

The 6 pieces are: 

✓ Name 
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✓ Income 

✓ Social security number 

✓ Property address 

✓ Estimated value of property 

✓ Mortgage loan amount sought 

Tip: It is highly recommended that you view the initial loan estimate within Path before the initial 

disclosures are sent to the borrower. To view the LE, go to Compliance > Closing Costs > Loan Estimate > 

View Form button. 

Figure 48: View Form button 

 

11. Initial Docs Disclosure 

After issuing the prequalification letter, and if the loan officer is responsible for disclosing initial docs, the LO will 

take the following steps. Depending on the lender, this can be disclosed via Path through the preferred vendor. If 

there is no integration within Path for the preferred vendor, please refer to the company website. 

1. Go to Interfaces > Initial/Closing Docs screen. 
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Figure 49: Initial/Closing Docs 

 

2. Complete all required fields and click Order. 

The disclosure is stored in the History section and in the Documents activity. 

Figure 50: Disclosure in History section 

 

12. Issuing an LE  

Once fees have been added and the loan officer is ready to send an initial loan estimate (LE), complete the 

following steps. 

1. Go to Compliance > Closing Costs > Loan Estimate tab. 
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Figure 51: Loan Estimate tab 

 

2. If not already completed, enter the Application Date, Date Issued, the date when Closing Costs Expire, 

and select the Delivery Method.  

Figure 52: View Form button 

 

3. After reviewing the LE, click on View Form button to ensure that loan estimate data from the screen will 

print to the form correctly. 
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The Form Library lightbox appears, which has the LE preselected. You can add additional documents to 

review if needed.  

Figure 53: Form Library 

 

4. Click View to open the LE form with loan data populated. 
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Figure 54: Issue LE button 

 

5. After reviewing the LE form, click the Issue LE button and follow the prompts. 

Once LE has been issued, you will see a timestamp in the LE/CD Status History section with the status 

changed.  

Figure 55: LE/CD Status History 
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: 

13. Intent to Proceed 

After issuing the LE to the borrower, who has confirmed the intent to proceed, the loan officer completes the 

following steps. 

To complete the intent to proceed: 

1. Go to Compliance > Closing Costs > Loan Estimate tab. 

Figure 56: LE intent to proceed 

 

2. Enter the date of the intent to proceed and select the method received. 
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Figure 57: Intent to Proceed Confirmed button 

 

3. Once the data has been entered, click Intent to Proceed Confirmed and follow the prompts. 

Afterwards, you will see a timestamp in the LE/CD Status History section with the status changed. 

Figure 58: LE/CD Status History 

 

 

 


